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Citizen Access Portal offers a new payment feature for our customers, the Shopping 

Cart. 

 
Customers will have the option to select which fees to pay, now or later, on the 

Application record or on the Permit record. 

• If you choose to pay on the application record you will be able to see the fees on 

all the associated permits linked to the application. 

• If you choose to pay on the permit you will be able to see only the fees 

associated with the specific permit. 

 

Using Citizen Access Portal Shopping Cart feature 
There are multiple methods for finding the application/permit record listed below: 

 
1. After login to your Citizen Account Portal, type the application/permit record 

number in the Global Search field (#1) to find the fees for which you are paying. 

After typing the application/permit record number, click the green magnifying 

glass (#2). 

 
 
 
 
 

 
 
 
 
 
 

2. Search for the application/permit record using the My Records tab. Click the 

Home Tab (#1). Click My Records (#2). Click the Building Module (#3) and 

locate the applicable application/permit record for which you want to pay fees. 
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3. From the Home page (#1), scroll to the Building Module (#2). Click Search Applications 
(#3). 
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The Building Module Records page displays (#1). Locate the Commercial Application/Permit for 
which you want to pay fees (#2). Navigate to the Action column located at the far right of the 

page (#3). Click the Pay Fees Due link(#4). Tip: blue text is an indicator of a hyperlink. 

 
 
 
 
 
 
 
 

 
o After clicking the Pay Fees Due link, you are taken directly to the Application 

Fees page (shown below). 
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Alternate way to view and pay fees: 

Payment of Fees – Application Record 
 

1. After locating the Record and choosing it, the Record Details page displays 

(shown). Scroll to the navigation bar to locate the Payments drop-down menu 

arrow. Click Payments drop-down menu arrow (#1). Click Fees (#2). 
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View Fees Details 
 

1. The Fees page displays (shown). All Outstanding and Paid fees for the record 

display (shown). Click View Fees Details (#1). 
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Shopping Cart 

 
The Application Fees page displays (Shopping Cart). All fees display on this page. The 

customer has the option to select the fees they would like to pay by utilizing the Pay 

Later option located at the far right of the page (shown). 

 

The screenshot below is before choosing any fees to Pay Later. 
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In this example, the Pay Later (Shopping Cart) option was selected for all fees except 

Base Fees and Sewer Fees (shown below). Note: Once “Pay Later” is clicked the 

selected Fees will disappear from the screen.   

 
At the end of the Application Fees page, and after selecting the fees to pay, the 

Continue Application tab displays. Click Continue Application to continue the payment 

process (#1).   

 

The screenshot below is after choosing fees to Pay Later. 
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Payment Process 

 
1. After Continue Application is clicked, the Payment Options page displays 

(shown). Click the button to the left of your method of payment selection (credit 

card or escrow account) (#1). 

 
2. Next, click Submit Payment (#2). 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 

3. The Payment page displays. Click the button to the left of payment selection: 

Credit Card or Electronic Bank Payment (shown). Next, confirm the amount 

that displays. 

4. Click Continue Payment (#1).   
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5. The Online Invoice Payments page displays (shown). We are using a credit card 

example. Select credit card type; type credit card information; 

selectExpiration Date. Next, click Make Payment”. 
 

 
 
 

6. The Online Invoice Payment page displays briefly (shown). This is not the final 

receipt. 
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7. A green banner displays (#1) with the message: You have paid a fee associated 
to this record. Please print your record confirmation and retain a copy for your 
records. Click Print/View Receipt (#2) to print or view your payment receipt. 

Fees are now paid. 
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Alternate way to view and pay fees: 

Payment of Fees-Permit Record 
 

1. The customer has the option to select the fees they would like to pay by utilizing 

the Pay Later (Shopping Cart) option. From the Record Details page (shown), 

click the Payments drop-down menu arrow (#1). Next, click Fees (#2). 
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View Fees Details 

 
1. The Fees page displays (shown). Click View Fees Details link (#1). 
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Shopping Cart 
 

1. All Fee Details display (shown). Click Pay Later (Shopping Cart) option to select 

fees to pay (example shown: Pay Later selected for all fees except Base Fees and 
Electrical Fees). Next, click Continue Application (shown). 
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Payment Process 
 

1. After Continue Application is clicked, the Payment Options page displays 

(shown). Click the button to the left of your method of payment selection (credit 

card or escrow account) (#1). 

 

2. Next, click Submit Payment (#2). 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 

3. The Payment page displays. Click the button to the left of payment selection: 

Credit Card or Electronic Bank Payment (shown). Next, confirm the amount 

that displays. 

4. Click Continue Payment (#1). 
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5. The Online Invoice Payments page displays (shown). We are using a credit card 

example. Select credit card type; type credit card information; select 

Expiration Date. Next, click “Make Payment” . 
 
 

 
 

 

6. The Online Invoice Payment page displays briefly (shown). This is not the final 

receipt. 



Commercial Shopping Cart 

Training Guide 

16 | P a g e 

 

 

 

 
 
 
 

7. A green banner displays (#1) with the message: You have paid a fee associated 
to this record. Please print your record confirmation and retain a copy for your 
records. Click Print/View Receipt (#2) to print or view your payment receipt. 

Fees are now paid. 


